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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The main purpose of this study was to determine 
the general practices and procedures used in the 
instruction of bookkeeping in the high schools of the 
state of Massachusetts. 
Analysis of the Problem 
The subordinate problems involved in the study were: 
1. To determine how many schools included 
elementary bookkeeping, advanced bookkeeping, 
and record keeping in their program of studies 
2. To determine how extensively the subject 
matter was covered in each bookkeeping course 
offered 
3. To determine the time devoted to each subject 
by making a survey of: (a) the length of 
the daily period the subject was taught; 
(b) the number of periods each week the 
subject was taught; and, (c) the number of 
semesters the subject was taught 
4. To de termine at what grade level the subjects 
we re offered 
1 
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School of Education 
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5. To determine how many credits could be 
earned in each subject and the number of 
credits required for graduation 
6. To determine the methods~ materials, types 
2: 
of tests, and textbooks used in the instruction 
of bookkeeping 
Justification of the Problem 
The teaching of bookkeeping in Massachusetts dates 
back before the statehood of Massachusetts. According to 
John E. Binnionl: 
As early as 1635 in the Plymouth Colony, 
pupils were taught to read, write, and cast 
accounts. While not strictly bookkeeping, 
casting accounts included determining the 
value of merchandise, tare and tret, exchange, 
and other subjects included today in business 
arithmetic and in bookkeeping. 
Early records also indicate that during the 18th 
century there were many grammar schools, not necessarily 
Latin schools, in which arithmetic, handwriting, and book-
keeping were taught. Bookkeeping was offered in Boston 
in 1709. Founded in 1824, Boston English High School, 
the first high school in the United States, included 
bookkeeping in its curriculum. A Massachusetts law enacted 
1Binnion~ John E., "one Hundred Years of Instruction," 
Business Education Forum, vol. XI, no. 8, May~ 1957~ p. 20. 
in 1827 specified that bookkeeping was to be taught among 
certain other subjects. Andruss2 contended that bookkeeping 
was ntruly the backbone of the commercial curriculum." 
This survey was undertaken to determine if book-
keeping still remains a major subject in the business 
curriculum of the high schools in Massachusetts. 
Leading educators do not agree on the amount of time 
spent on the teaching of bookkeeping, on the content of 
subject matter, or on the primary objectives of elementary 
bookkeeping. Clinton M. File3 commented as follows: 
Evidence points to the real need for reor~ 
ganizing the first course in bookkeeping. That 
the need is being partially met is indicated by 
textbooks written from a new point of view and 
the enlightened attitude of bookkeeping teachers. 
Although the thinking of business educators is not 
yet crystallized as to what the first course should 
contain, there appears to be some common agreement 
that the social-cycle approach is sound; that all 
students can profitably study bookkeeping as a 
pervasive function in personal economics, government, 
and business; that students who study vocational 
bookkeeping should be carefully selected only 
after they have demonstrated their ability and 
aptitude in a first course of socialized bookkeeping. 
Under such a scheme much higher standards of achieve-
ment can be expected in vocational bookkeeping. 
2Andruss, Harvey A., Ways to Teach Bookkeeping 
and Accountin~, South-Western Publishing Company, 
Cincinnati, I 43, pp. 5-6. 
3As quoted by Carlos K. Hayden in ":Major Issues 
in Business Education," Monograph 75, South-Western 
Publishing Company, Cincinnati, May, 1951, p. 40. 
4 
J. Marshall Hanna4 feels that as the course in 
bookkeeping is now organized it cannot meet the objectives 
of personal-use and vocational value. He states: 
Many of us have claimed that bookkeeping. 
has general education values for business students. 
We have stressed the personal-use values of 
bookkeeping for all, and in fact, some textbooks 
carry a personal-use implication in their titles •• 
There doesn't seem to be any room in that movement 
for courses that attempt to straddle the fence. 
Either the course content is going to have to be 
changed so that it can be justified fundamentally 
on its general education values, or else fundamen-
tally on its vocational values. 
It is further contended that to help solve some of 
the controversial issues on the teaching of bookkeeping 
and on the offering of personal record-keeping, more data 
on textbooks used, on prerequisite courses, and on the 
organization of course content are needed. Binnion5 ex-
presses the following opinion: 
More research will be needed in the deter-
mination of content, emphasis, and materials; 
integration of bookkeeping with other business 
subject matter areas; and methodology. The 
application of research findings will enable the 
bookkeeping teacher to do a more efficient and 
satisfactory job, and, thus the student will be 
helped to a better vocational and personal life. 
Another difference of opinion is the grade placement 
of elementary bookkeeping and advanced bookkeeping. 
4Hanna, J. Marshall, "Making Changes in the Book-
keeping Course," American Business Education, 4:180, 
March, 1948. 
5Binnion, ££• cit., p. 21. 
• • 
Misner made these remarks about the grade placement of 
elementary bookkeeping: 
The critics of bookkeeping contend the 
subject is too difficult for the tenth grade 
and generally offer one of the following changes. 
First, bookkeeping should be abolished entirely, 
and in its place some general information course 
should be given; second, bookkeeping should be raised 
to the level of the twelfth grade; third, the subject 
matter should be modified greatly to emphasize the 
personal and social values; fourth, the tenth grade 
should be given to experimental and exploratory 
short-trial courses, that pupils may have experience 
in the entire6commercial curriculum to see how they like it. 
Information collected on the grade placement of 
elementary bookkeeping, advanced bookkeeping, and record-
keeping in the high schools of Massachusetts may help the 
curriculum builders in Massachusetts defend, substantiate, 
or disprove the above opinions. 
In an article written by Forkner7, the following 
comments were made: 
The alert and professionally minded teacher 
is always eager to know whether the job he is 
doing is measuring up to what other good teachers 
are doing under similar situations. We do not 
often have the opportunity to see other teachers 
at work and it is difficult to get specific details 
about how other teachers carry on their day-to-day 
instruction. Thus, we cannot learn whether others 
are doing a more satisfactory job than we are. The 
fact that the results of bookkeeping instruction . 
are not as easily measured as some other skill 
subjects makes it still more difficult to be confident 
about our own successes and accomplishments. 
6Hayden, ££• cit., p. 42. 
7As reprinted from ~he Balance Sheet, January, 1944, 
Forkner, Hamden L., "The Characteristics of Good Book-
keeping Teaching . Practices," Monograf7h 62, South-Western 
Publishing Company, Cincinnati, p. I . 
5 
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This study was made to determine what the .bookkeeping 
teachers in the state of Massachusetts were including 
in their presentation of subject matter, in their methods 
of teaching, and in their types of evaluation. The 
findings of this study may enable the individual book-
keeping teacher to measure, compare, and analyze his 
practices and procedures with those of other bookkeeping 
teachers in Massachusetts. 
The contentions of Haynes8 may further justify the 
conducting of this study: 
Bookkeeping is one of the business subjects 
that draws heavy pupil enrollment and is an important 
field for research interest •••• One group has 
held that it should be taught as a social business 
subject; while another group has stressed the 
teaching of bookkeeping as a purely vocational 
course of study; actual facts as to the opportunities 
for beginners and their initial duties must be 
determined by research. If both types of value may 
be realized for the subject, the determination of 
appropriate materials and their order ~~d methods 
of presentation are to be determined by the results 
of research findings. 
The data collected by this survey may be used to 
evaluate, to extend, or to revise the courses of study 
presently used in the high schools in Massachusetts. The 
findings may provide some bases for the curriculum 
committees to set up the aims, objectives, and standards 
of bookkeeping courses. They may be used in the coor-
dination and unification of subject matter coverage of 
6 
8Haynes, Benjamin R., nsuggested Problems for Research 
in Business Education, 11 National Association of Commercial 
Teacher-Training Institut1ons, November, 1934;-pp. 7-8. 
1 
• 
bookkeeping in the high schools of Massachusetts. Therefore, 
it is hoped that this study may serve to guide the currie-
ulum builder, to assist the department head, and to afud 
the bookkeeping teacher. 
Delimitation of the Problem 
This study was limited to the general practices and 
procedures used in the instruction of beginning book-
keeping, advanced bookkeeping, and record keeping in the 
public high schools in the state of Massachusetts. 
It does not include parochial schools, trade schools, 
private schools, or private academies. 
The inquiry form to collect the desired data was 
mailed to the directors of the business education depart-
ments of 245 high schools in Massachusetts. 
Definition of Terms 
In order to provide for clarity of meaning, the 
following terms are defined: 
Bookkeeping--record keeping, elementary bookkeeping, 
and advanced bookkeeping 
Record keeping--nontechnical keeping of personal 
records9 
9walter, R. G., "The Business Curriculum," Monograph 
7 
76, South-Western Publishing Company, Cincinnati, 1951, p. 17 • 
Organization of Chapters 
Chapter I is an introductory chapter presenting the 
nature and statement of the major problem. Chapter II 
includes a review of related literature on the teaching 
8 
of bookkeeping. Chapter III outlines the methods of 
procedure followed in making this survey. The returns 
from the inquiry forms sent to 245 public high schools in 
Massachusetts are tabulated and summarized in Chapter IV. 
In Chapter V, the summary, conclusions, and recommendations 
are made from the data collected through the study of the 
general practices and procedures used in the instruction 
of bookkeeping subjects. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
Since this study was devoted in part to the emphasis 
placed on the coverage of the subject matter in the teaching 
of bookkeeping, the writer examined several currently 
published bookkeeping and record keeping textbooks to 
determine the general topics of study. An analysis of 
these textbooks served as a basis in the preparation of 
the inquiry form sent to the high schools in Massachusetts. 
Related theses and literature were reviewed to 
determine the procedures and techniques used to conduct 
similar studies, to report any findings pertinent to this 
study, and to note any problems or controversial issues 
that existed at the time this study was undertaken. 
In a study made by Etta Gibbs and Arthur White10 in 
1956, bookkeeping, typing, and shorthand were the subjects 
offered by the greatest number of schools in Massachusetts. 
Of the 162 schools responding to their survey, 98.8 per 
cent offered bookkeeping. 
10Gibbs, Etta Humphrey, and White, Arthur J., A Survey 
of Problems Created £l Transfer Students in Business Educa-
tion in the High Schools in Massachusetts, Master's Thes~s, 
Boston University, 1950, 69 pp. 
9 
/0 
In regard to the number of people employed in some 
bookkeeping capacity, Herbert Tonne11 stated: 
In 1950, 1,331,081 persons in this country 
were employed in some bookkeeping capacity--
as bookkeepers, cashiers, accountants, auditors. 
In addition, a large number of the almost three 
million general clerical workers in the country 
doubtless perform some record work. 
The high schools of today are teaching 
bookkeeping to almost half a million students. 
In view of the popularity of bookkeeping in the high 
school and the demands of some bookkeeping knowledge by 
business as indicated by the above statements, it may be 
of value to learn how the subject is being covered in the 
classrooms of the high schools in Massachusetts. 
A survey made by Kenneth Zimmer revealed that during 
the fall of 1948 in 250 high schools in Massachusetts, ten 
schools had no business education courses. Although no 
bookkeeping was taught in one school, six schools offered 
four years of bookkeeping. Almost half of the schools 
12' 
offered two years of bookkeeping ·• It should be of 
interest and of importance to note any changes this survey 
may reveal that might have taken place in the offering of 
bookkeeping from 1948 to 1958 in the high schools of 
Massachusetts,. 
10 
llTonne, Herbert A., Principles of Business Education, 
Gregg Publishing Company, McGraw-Hill~ook Company, Inc., 
New York, Second Edition, 1954, pp. 283-299. 
l 2As quoted by Giftos, Sarando Peter, A Survey ~ 
Business Education in Maine, 1949-1950, Master's Thes~s, 
Boston University, T950, pp. 10-ll. 
• 
Gibbs and Vfllitel3 found that bookkeeping was one of the 
subjects most frequently lost by the transferring student. 
They stated: 
The basic problem stems from a lack of 
uniformity in the business education curricula 
in the hi gh schools in the state. • • • Not all 
schools offer the subject at the same grade level 
• • •• Lack of standardization of course titles 
and course content exists. For example, beginning 
bookkeeping, record keeping, and business mathematics 
may all have different subject titles. 
Some of the schools responding to the Gibbs and White 
study suggested the development of basic business programs 
on the state level to act as a guide for all schools. 
Elizabeth MacGregor14 made an investigation of the need 
for a state supervisor in business education in 1952. More 
than 90 heads of business education departments in the 
public high schools of Massachusetts indicated there was a 
need for the following services: 
Gathering statistical information in regard to 
enrollments, grade placement, courses of study, and 
curricula in business education, et cetera, and 
compiling the information for publication 
Offering suggestions for improving methods 
and techniques in teaching 
l3Gibbs and \Vhite, op. cit., p. 2. 
l4MacGregor, Elizabeth L., 11State Supervision of 
Business Education," The Balance Sheet, December, 1955, 
PP• 156-157. ---
ll 
/2 
Because Massachusetts has no state supervisor of 
business education at this writing, the findings of this 
study may help the business education department head in 
the performance of his present duties, in the preparation 
of a syllabus for the bookkeeping course, and in the 
collection of data which may be helpful in revising 
the program. 
Cormier and Robitaille made a study of the extent 
of the teaching of individual federal income taxes in the 
high school curriculum. They quoted from an article 
written by James B. Bower15 : 
••• most individuals terminate their 
education in the high school. Therefore, if 
our citizens are ever to understand the basic 
concepts of income taxes, they must be taught 
in the high school. 
The results of their study indicated that a majority 
of high schools in 1955 gave income tax instruction in 
their bookkeeping classes for 45 minutes a day, for four 
periods a week, for a duration of from two to four weeks. 
' ~uestions relating to the coverage of income taxes in the 
bookkeeping class, to the length of the daily bookkeeping 
period, and to the number of bookkeeping classes per 
week were included in the inquiry form used to conduct 
this study. 
12 
15As quoted by Cormier, Edward A., and Robitaille, 
Louis J., in A Study to Determine the Extent of Instruction 
of Individual-Income Faxes to Book'K'e'ep~ng Stuaents in the 
Secondary Schools of New Engiand, Master's Thesis, Boston 
University, 1955, p. 8. 
13 
Lowell A. Decker16 made the following conclusions 
in an article written in 1946: 
In the 1946 American Business Education 
Yearbook, a panel of writers devoted a chapter 
to the correlating of business subjects. These 
writers suggest that if the difficulties in 
arithmetic encountered by pupils in the book-
keeping could be decreased, mastery of bookkeeping 
would become relatively simple •••• These 
writers suggest that interest and bank discount, 
adjustments for depreciation and for deferred or 
accrued items, profits and losses, the reconcili-
ation of bank statements, and the preparation of 
the work sheet are some of the bookkeeping problems 
which involve arithmetic. 
The extent to which adjustments, banking services, 
accruals, deferred accounts, and the work sheet are covered 
in the instruction of bookkeeping in the high schools in 
Massachusetts will be indicated in the findings of this 
study. 
The following trends in bookkeeping were summarized 
by Carlos Hayden. He grouped the opinions of the business 
educators according to generalizations of their responses 
to his questions as follows: 
Group A. Those generalizations upon which there is 
almost complete agreement 
Group B. Those generalizations with reference to 
which the large majority of the respondents 
tend toward agreement 
Group c. Those issues over which the respondents are 
divided in opinion, however, with a slight 
tendency to favor one contention 
16As quoted by Brown, Helen Mcintire in A Survey of 
the Teaching of Business Arithmetic in the Puolic Hie;h-
Schools of Massachusetts, Master's TnesJ.s, Boston UnJ.versity, 
1951, p.-ro. 
/ Lf 
His survey indicated the following opinions: 
More than 90 per cent of group A contended 
that the current trend toward offering only one 
year of bookkeeping in small schools is highly 
desirable. 
From 67 to 89 per cent of group B were of 
the opinion that elementary bookkeeping should 
be offered late in the business program--grades 
11 or 12. The content of the elementary book-
keeping course in the high school should be 
built around the recording activities of the 
general office worker. There should be a 
separate course in business ari t hmetic in the 
secondary school. 
More than half 1 or 50 to 66 per cent, · of 
group C felt the current trend toward offering 
only one year of bookkeeping1~s undesirable in the large secondary schools. 
The findings of this study may reveal the present 
trend of the opinions of the business educators and of 
the offerings of bookkeeping subjects in the high schools 
in Massachusetts. 
Chapter III outlines the method of procedure used 
to develop this study. 
17Hayden 1 Carlos K., UMajor Issues in Business Educa-
tion," Monograph 75, South~Western Publishing Company, 
Cincinnati, May, rg-51, pp. 89-93. 
14 
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CHAPTER III 
PROCEDURE 
The following steps were taken in conducting 
this study: 
1. Related material, literature, and surveys 
were reviewed to obtain a background for 
the study. 
2. A list of subordinate problems covering 
the general practices and procedures in 
bookkeeping was formulated. 
3. A four-page inquiry form for surveying 
the bookkeeping programs of the high 
schools in Massachusetts was prepared 
and presented to the business education 
seminar group for critical analysis. 
4. Revisions of some items on the inquiry 
form based on the recommendations of the 
seminar group were made. 
5. The list of high schools in Massachusetts 
to be surveyed was selected from the 
Educational Directory supplied by the 
Department of Education of the Commonwealth 
of Massachusetts. 
6. Inquiry forms and letters of transmittal 
were mailed to the business department 
heads of 245 high schools in Massachusetts. 
15 
J&> 
7. Within three weeks, 124 usable forms were 
received representing a 50.6 per cent 
return. 
8. A follow-up postal card was sent to those 
schools who had not replied. An additional 
18 replies were received. 
9. The data obtained from the 146 schools, or 
59.7 per cent, returning the cheek list 
were tabulated on tally sheets. 
10. The results were analyzed and interpreted. 
16 
11. A summary and recommendations concluded 
this study. 
Since one of the major purposes of this study was to 
determine the general practices and procedures used in the 
instruction of elementary bookkeeping, advanced bookkeeping, 
and record keeping, the check list was selected as the 
method best adapted to collecting the desired information. 
The inquiry form was divided into four sections. Section A 
included items on general information concerning the book-
keeping offerings. Section B requested information 
concerning the textbooks used by the students. Section C 
contained items on the extent of coverage of subject matter 
and requested the respondent to use the following rate scale: 
Extensive coverage--2 
Slight to moderate coverage--1 
No coverage--leave blank 
I 7 
Section D was devoted to the methods, teaching aids, and 
tests used in the instruction of bookkeeping. 
Although the inquiry form covered four pages of items, 
it could be answered by the respondent within a short time 
and with a minimum of effort. 
The findings of this study are analyzed, tabulated, 
and summarized in Chapter IV. 
17 
CHAPTER IV 
M~ALYSIS AND INTERPRETATION OF THE DATA 
The data tabulated and analyzed in this chapter were 
obtained from the inquiry forms sent to 245 high schools 
in Massachusetts. As shown in Table I, 146, or 59.6 
per cent, of the schools surveyed returned the check list. 
Of those forms returned, only 142, or 57.9 per cent, 
were usable. 
TABLE I 
NUMBER OF SCHOOLS RE'"ED"RNI NG I NQUIRY FORJvi 
CLASSIFIED BY •rOTAL ENROLiliiENT AND GRADES OFFERED 
Total Grades 
Enrollment 7-12 1 8-12 1 9-12 110-12 Total 
0-199 6 1 9 16 
200-399 18 1 5 1 25 
400-599 9 2 9 20 
600-799 1 1 7 5 14 
800-999 3 1 9 8 21 
1000-1199 10 6 16 
1200-1399 1 3 6 10 
1400-1599 1 2 1 4 
1600-1799 1 3 4 
1800-1999 1 1 2 4 
over 2000 2 1- 3 
not indicated 6 2 1 9 
Total 46 6 60 34 146 
18 
19 
19 
The greatest number of replies, 25, or 17.2 per cent, 
was received from schools with a total enrollment of 
between 200-399 students. Twenty-one replies, or 14.3 
per cent, were received from schools with enrollments of 
between 800-999. Only three of the schools responding 
had an enrollment of over 2000 students. Nine schools 
did not indicate their enrollment on the check list. 
TABLE II 
COMBINATION OF BOOKKEEPING SUBJECTS 
OFFERED IN THE MASSACHUSETTS 
HIGH SCHOOLS RESPONDING 
Number of 
Sub ect Title Schools Per · cent 
Bookkeeping I and II 66 46.5 
Bookkeeping I only .. 42 29.6 
Record keeping and 
Bookkeeping I, II, III 16 11.3 
Bookkeeping I, II, . III 11 7.7 
Record keeping and 
Bookkeeping I, II 5 3.5 
Record keeping and 
Bookkeeping I 2: 1.4_ 
Table II shows the combination of bookkeeping courses 
offered by the high schools responding to this survey. 
Sixty-six, or 46.5 per ·cent, of the schools included book-
keeping I and II in their business curriculum. All 142 
schools returning usable check lists offered elementary 
2 0 
bookkeeping; 98, or 69 per cent, of the respondents 
offered bookkeeping I and II; 27, or 19 per cent, of the 
schools offered three years of bookkeeping; and 23, or 
16 per cent, of the schools included record keeping in 
their business curriculum. No school responding offered 
only record keeping. 
2.0 
The grade placement of bookkeeping has been a centro-
versial issue among business educators. Some contend that 
an exploratory course in bookkeeping should be offered in 
grade ten, and the vocational course in bookkeeping should 
be given in grade twelve. Others feel that the first year 
of bookkeeping should be offered in grade ten to allow 
for the study of advanced bookkeeping. 
Table III indicates the grade level at which the 
142 respondents first offered bookkeeping. 
TABLE III 
' - ' 
qRADE PLAC~vffiNT OF BOOKKEEPING IN 142 HIGH SCHOOLS 
IN MASSACHUSETTS 
Grade 
Level 
9 
10 
11 
12 
Total 
' 
Record 
Keep_inK 
11 
8 
3 
1. 
23 
Bkkg . 
I 
69 
68 
5 
142 
Bkkg. 
II 
42 
46 
10 
98 
Bkkg. 
III 
27 
27 
2/ 
As shown in the table, 69, or 48.5 per cent, of the 
schools offered bookkeeping I in grade ten; and 68, or 
47.9 per cent, in grade eleven. 
Some schools indicated that bookkeeping I may be 
elected by college preparatory students in grade twelve. 
TABLE IV 
21 
RESPONSES PERTAINING TO GENERAL INFOID~TION ABOUT BOOKKEEPING 
' IN THE HIGH SCHOOLS . OF MASSACHUSETTS 
., 
General Record Bkkg. Bkkg. Bkkg. 
Inf ormation Keeping I II III 
Required subject 8 68 24 
Prerequisite course 55 98 27 
Grade required in 
prerequisite course: 
D or 60-65 per cent 3 4 
C or 70 per cent 21 26 6 
C or 75 per cent 2 2. 3 
B 4 2 1 
Table IV contains information concerning the schools 
requiring bookkeeping in the commercial curriculum and a 
prerequisite to bookkeeping I, II, and III. 
Of the schools responding to this survey requiring 
a certain grade in the prerequisite course, some indicated 
the use of letter grades in their evaluation, and others 
indicated the use of per cent grades. Both types of 
evaluation are listed in Table IV. 
Record keeping, general business, and business arith-
metic were the courses that served as prerequisites to 
bookkeeping I. The satisfactory completion of bookkeeping I 
was the prerequisite for bookkeeping II, and the completion 
of bookkeeping II was the prerequisite for bookkeeping III. 
In 68 schools, bookkeeping I was a required subject; 
in 24 schools, bookkeeping II was required. Fifty-five 
respondents required a prerequisite to bookkeeping I; and 
21 schools required a grade of C or 70 per cent in the 
prerequisite course. 
Table V reveals the length of time devoted to the 
instruction of bookkeeping each week in the classroom. The 
time was calculated by multiplying the number of times a 
class met in a week by the length of the daily class period 
as answered by the respondents. A total of 130, or 91.5 
per cent, of the schools responding met five times a week. 
Twelve, or 8.5 per cent, of the schools met four times a 
week. The majority, or 75.4 per cent, of the schools 
responding devoted from between 200-22,9 minutes a week to 
the instruction of bookkeeping in the classroom. Many 
respondents expressed the need for longer periods or 
double pei•iods three or four times a week in place of the 
regular length of period five times a week. 
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TABLE V 
TIME DEVOTED TO THE I NSTRUCTION OF BOOKKEEPING 
Number of Schools Responding 
Minutes Record Bkkg. Bkkg. Bkkg. 
~er Week Keeping I I J II 1 III Total 
0-179 3 4 3 
I8o-Is9 6 4 
I9o-I99 I 
200-209 5 45 34 I 
2Io-2I9 5 23 !6 8 
~~o-~~9 6 39 ~5 I if 
~3L>-~39 ~ :3 3 
240-249 I( 6 I 
250-259 2 I3 I( 
over 260 I 
Means 215 211 213 227 
The number of semesters in which bookkeeping was 
offered by the schools responding to this survey is 
revealed in Table VI. The greatest number of respondents 
10 
Io 
I 
85 
52 
817 
8 
I4 
22 
I 
indicated that two semes ters were devoted to the instruction 
of each subject. 
A total of 139, or 97.9 per cent, of the schools gave 
instruction in bookkeeping I for two semesters; 97, or 
68 .3 per cent, of the schools offered bookkeeping II for 
two semesters; 25, or 17.6 per cent, of the schools taught 
bookkeeping III for two semesters; and, 18, or 12.7 per 
cent, of the schools offered record keeping for two 
semesters. 
Five , or 3.5 per cent, of the schools taught record 
keeping for one semester; one school offered bookkeeping I 
• 
for one semester; and, one school offered bookkeeping III 
for one semester. Bookkeeping I and bookkeeping II were 
offered by one school for three-fifths of the school year; 
bookkeeping I, by one s chool for four semesters. 
TABLE VI 
NUlvlBER OF SEMESTERS DEVOTED TO BOOKKEEPING 
Number of 
Semesters 
2' 
1 
Other 
Total 
Record 
Keeping 
18 
5 
23 
Bkkg. 
I 
139 
l 
2 
142 
.-; 
Bkkg. 
II 
97 
1 
98 
Bkkg. 
III 
25 
1 
1 
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Table VII shows the number of credits that could be 
earned in a bookkeeping subject as related to the number 
of total points required for graduation by the 142 schools 
responding to this survey. 
Over one-half of the schools responding gave five 
credits for the completion of a boo~ceeping subject and 
required a total of 80 points for graduation. 
Of the schools requiring a total of 16 points for 
graduati on, 23 gave one credit for bookkeeping I, 16 gave 
one credit for bookkeeping II, two gave one credit for 
bookkeeping III, and one gave one credit for record keeping. 
24 
• 
All but four schools gave five credits for book-
keeping III; whereas, the range of the total points 
required by these schools for graduation was from 60 to 
110 points. 
The reader should note the lack of uniformity in t h e 
number of credits given in bookkeeping and in the total 
25 
number of points required for graduation by the respondents. 
The number of credits that could be earned in bookkeeping 
ranged from one credit to ten credits; the total number of 
points required for graduation ranged from 12 points to 
160 points. 
2.6 
TABLE VII 
NUMBER OF CREDITS EARNED rN BOOKKEEPING AS RELATED TO . 
NIDABER OF POINTS REQUIRED FOR GRADUATION 
' 
Number of Schools Hesponding 
Number of Total 
Credits Number of 
f or Book- Points f or Rec ord Bkkg. Bkkg. Bkkg . 
keeping Graduation Keeping I II III 
1 12 1 1 
1 15 l l 
1 16 l 23 16 2 
1 17 1 1 
1 18 1 3 l 
1 19 3/4 l 1 
1 20 1 l 1 
2 27 1 1 
2 60 1 2 2 
2..1. 75 l l ~ 84 1 1 1 2-z 
3 60 1 
4 60 2 2. 
4 75 1 1 
5 58 l 1 
5 60 l 5 4 l 
5 63 2 2 l 
5 75 2: l 1 
5 76 1 1 
5 78 .,. l 1 
5 80 15 75 49 17 
5 84 2 l l 
5 85 2 l 
5 86 2 2 
5 90 l 1 1 
5 110 2 2 2 
10 160 3 l 1 
Not indicated 1 3 1 1 
Total 23 142. 98 27 
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Subject Matter Covered in Record Keeping 
The inquiry form contained 28 items on the general 
subject matter covered in the bookkeeping courses. The 
respondent was requested to indicate the extent to which 
each item was covered in the classroom by using a rating 
scale. The columns of the check list were headed: record 
keeping, bookkeeping I, and bookkeeping II. Some schools 
offering the third year of bookkeeping submitted additional 
information about the subject matter coverage in the book-
keeping III course. 
Table VIII lists the subject matter coverage in 
record keeping according to the extent to which each area 
of study was covered by the 23 respondents offering record 
keeping. 
The ten top ranking topics of subject matter covered 
were as follows: use of cash receipts journal, use of cash 
payments journal, trial balance, posting to general ledger, 
use of general journal, use of columnar journal, preparation 
of balance sheet, preparation of payroll, use of sales 
journal, and the use of the purchases journal. 
Only one respondent gave from slight to moderate 
coverage in the analysis of statements, partnership account-
ing, and corporation accounting in the instruction of 
record keeping. 
TABLE VIII 
EXTENT OF SUBJECT MATTER COVERAGE IN RECORD KEEPING 
J;N 23 MASSACHUSETTS HIGH SCHOOLS ' 
Coverage 
Rank Exten- I Slight to 
Order Subject Matter sive Moderate Total 
1.5 Use of cash 
receipts journal 5 9 14 
1.5 Use of cash 
payments journal 5 9 14. 
3.0 Trial balance 4 9 13 
6.0 Posting to general 
ledger 5 7 12 
6.0 Use of general 
journal 6 6 12 
6 .0 Use of colunma.r 
journal 5 7 12 
6 .0 Preparation of 
balance sheet 3 9 • 12 
6 .0 Preparation of 
payroll 3 9 12. 
9.5 Use of sales 
journal 4 7 11 
-.9 .• 51 Use of purchases 
journal 4 7 11 
11.0 Use of combined 
cash journal 2 8 10 
12.0 Recording of payroll 3 6 9 
14.0 Classification of 
accounts 3 5 8 
14.0 Preparation of P & L 
statement 2 6 8 
14.0 Posting to 
subsidiary ledgers 3 5 8 
1 6 .0 Preparation of 
income tax 2 5 7 
1'7. 0 Adjusting entries 2 4 6 
18.5 Use of eight-
column worksheet 2 3 5 
18.5 Reversing entries 2 3 5 
20.5 Use of ten-column 
worksheet 1 3 4 
20.5 Closing entries 2 2 4 
23.0 Analysis of 
statements 1 1 
23.0 Partnership 
accounting 1 1 
23.0 Corporation 
accountins 1 1 
2B 
Subject Matter Covered in Bookkeeping I 
In Table IX, the rank order in which the extent of 
subje.ct matter was covered in bookkeeping I by the 142 
schools responding to the survey is presented. 
Arranged in order of frequency of responses, the top 
ten areas of subject matter covered were as follows: use 
of columnar journal, use of general journal, posting to 
general ledger, trial balance, preparation of the profit 
and loss statement, use of cash receipts journal, prepara-
tion of balance sheet, use of cash payments journal, use 
of purchases journal, and posting to subsidiary ledgers. 
The next ten topics covered in order of frequency of 
responses were: use of sales journal, adjusting entries, 
closing entries, classification of accounts, use of eight-
column worksheet, use of combined cash journal, recording 
of payroll, preparation of payroll, reserve accounts, and 
reversing entries. 
The remaining eight topics covered ranked as follows: 
use of ten-column worksheet, preparation of income tax 
returns, accruals, deferred accounts, analysis of state-
ments, partnership accounting, voucher system, and corpo-
ration accounting. 
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Of the 30 s~ools covering corporation accounting in 
the first year of bookkeeping, four gave extensive coverage, 
and 26 gave from slight to moderate coverage. 
3 0 
TABLE IX 
EXTENT OF SUBJECr MATTER COVERAGE I N BOOKKEEPING I 
IN 142 MASSACHUSETTS HI GH SCHOOLS 
Coverage 
Rank .l:!ixten- J l::iJ.l.ght to 
Order Subject Matter sive Moderate Total 
1.0 Use of columnar 
journal 116 26 142 
2.0 Use of general 
journal 121 18 139 
4.5 Posting to 
general ledger 127 9 136 
4.5 Trial balance 122 14 136 
4 .5 Preparation of 
P & L statement 117 19 136 
4.5 Use of cash 
receipts journal 115 21 136 
8 .0 Preparation of 
balance sheet 118 16 134 
8 .0 Use of cash payment 
journal 113 21 134 
8 .0 Use of purchases 
journal 112, 22 134 
10.0 Posting to subsi-
diary ledgers 110 23 133 
11.0 Use of sales 
journal 111 21 132 
12.0 Adjusting entries 94 36 130 
13.0 Qlosing entries 93 36 129 
.14.5 Classification of 
accounts 92 37 129 
14 .5 Use of eight-
column worksheet 103 24 127 
16.0 Use of combined 
cash journal 89 30 119 
17.0 Recording of 
payroll 38 66 104 
18 .0 Preparation of 
payroll 33 69 102 
19.0 Reserve accounts 30 58 88 
20.0 Reversing entries 43 44 87 
21.0 Use of ten-column 
worksheet 52 34 86 
22.0 Preparation of 
income tax 
returns 50 31 81 
23.5 Accruals 34 45 79 
23.5 Deferred accounts 31 48 79 
25.0 Analysis of 
statements 22 34 56 
26.0 Partnersh ip accts. 5 36 41 
27.0 Voucher system 11 26 37 
28.0 Corporation accts. 4 26 30 
~0 
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Subject Matter Covered in Bookkeeping II and III 
The extent to which the subject matter was covered 
in bookkeeping II by the 98 schools offering second-year 
bookkeeping is indicated in Table X. 
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The topics are listed according to the frequency of 
responses. The top 15 areas of subject matter coverage were 
as follows: accruals, partnership accounting, deferred 
accounts, reversing entries, preparation of payroll, 
preparation of the profit and loss statement, closing entries, 
recording of payroll, preparation of bal ance sheet, posting 
to subsidiary ledgers, use of columnar journal, use of 
sales journal, use of cash receipts journal, use of cash 
payments journal, and reserve accounts. 
Whereas, 76 respondents each gave extensive coverage 
to the preparation of the profit and loss statement and the 
preparation of the balance sheet, four gave from slight to 
moderate coverage to the preparation of the profit and loss 
statement, and three gave from slight to moderate coverage 
to the preparation of the balance sheet. 
About one-half of the respondents covered the prepara-
tion of income tax returns slightly or moderately. 
Only 21 of the 27 schools offering a third year of 
bookkeeping submitted information about the subject 
matter covered in bookkeeping III. Table XI ranks the 
extent to which the respondents covered the subject matter 
in bookkeeping III. 
32 
TABLE X 
EXTENT OF SUBJEGr lVlATTER COVERAGE IN BOOKKEEPING II 
:j:N 98 MASSACHUSETTS HIGH SCHOOLS 
Coverage 
Rank Exten-~ Sl~ght to 
Order Subject Matter si ve Moderate 
1.0 Accruals 72 17 
2.0 Partnership accounting 65 23 
3.0 Deferred accounts 63 19 
4.5 Reversing entries 67 14 
4.5 Preparation of payroll 58 23 
7.0 Preparation of P & L 
statement 76 4 
7.0 Closing entries 75 5 
7.0 Recording of payroll 61 19 
12.0 Preparation of 
balance sheet 76 3 
12.0 Posting to subsidiary 
ledgers 73 6 
12.0 Use of columnar journal 70 9 
12.0 Use of sales journal 66 13 
12.0 Use of cash receipts 
journal 66 13 
12.0 Use of cash payments 
journal 66 13 
12.0 Reserve accounts 62 17 
17 .o Adjusting entries 74 4 
17.0 Use of purchases 
journal 65 13 
17.0 Use of general journal 62 16 
19.5 Posting to general 
ledger 72 5 
19.5 Classification of 
accounts 67 10 
21.0 Voucher system 45 30 
22.5 Use of combined cash 
journal 63 9 
22.5 Analysis of statements 49 23 
24.0 Trial balance 65 6 
25.0 Preparation of income 
tax returns 26 44 
26.0 Corporation accounting 39 30 
27.0 Eight-col~mn work sheet 60 6 
28.0 Ten-column work sheet 50 11 
32 
Total 
89 
88 
82 
81 
81 
80 
80 
80 
79 
79 
79 
79 
79 
79 
79 
78 
78 
78 
77 
77 
75 
72 
72 
71 
70 
69 
66 
61 
3 3 
TABLE XI 
EXTENT OF SUBJECT NillTTER COVERAGE I N BOOKKEEPING III 1 IN 21 MASSACHUSEI'TS HIGH SCHOOLS , 
Coverage 
Rank Subject 
Order Matter 
Exten- l s--rrgnt to 
sive Moderate ~otal 
4.0 Use of columnar journal 20 1 21 
4.0 Use of combined cash journal 20 1 21 
4.0 Posting to general 
ledger 20 1 21 
4.0 Posting to subsidiary 
ledgers 20 1 21 
4.0 Preparation of balance 
sheet 17 4 21 
4.0 Preparation of p & L 
sheet 16 5 21 
4.0 Accruals 16 5 21 
8.0 Reserve accounts 17 3 20 
9.5 Voucher system 13 6 19 
9.5 Partnership accounting 11 8 19 
11.0 Preparation of payroll 13 5 18 
13.5 Eight-column work sheet 15 2 17 
13.5 Use of cash receipts 
journal 14 3 17 
13.5 Use of cash payments journal 14 3 17 
13.5 Analysis of statements 12 5 17 
17.0 Corporation accounting 14 2 16 
17.0 Def~rred accounts 14 2 16 
17.0 Closing entries 13 3 16 
19.5 Recording of payroll 14 1 15 
19.5 Classification of 
.accounts 10 5 15 
22.5 Departmental accounting 8 3 11 
22.5 Consignments 5 6 11 
22.5 Use of purchases journal 4 7 11 
22.5 Use of sales journal 4 7 11 
25.5 Ten-column work sheet 8 2 10 
25.5 Use of general journal 7 3 10 
27.0 Trial balance 2 6 8 
28.0 Preparation of income 
tax returns 1 1 2 
33 
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TABLE XII 
TEXTBOOKS USED I N THE INSTRUCTION OF RECORD KEEPING BY 
23 MASSACHUSETTS HIGH SCHOOLS 
-
Author 
Heiges, Sneider, 
and Hoffman 
Kirk, Scott, 
and Lurie 
Moore and 
Wheland 
Dalrymple and 
Heiges 
Goodfellow, 
Raymond c. 
Not indicated 
. Total 
Textbook 
General Record Keeping 
Clerical Practice and 
Record Keeping 
Record Keeping for 
Everyone 
General Record Keeping 
Household Budgets 
I Number of~ Schools 
7 
5 
2 
1 
1 
7 
23 
Table XII lists the textbooks used by the students 
34 
in record ke~ping in the schools responding to the survey. 
Of the 23 schools offering record keeping, seven indicated 
they used General Record Keeping by Heiges, Sneider, and 
Hoffman. Five schools used Clerical Practice and Record 
Keeping by Kirk, Scott, and Lurie. Record Keeping for 
Everyone by Moore and Wheland was used by two schools. One 
school each used Household Budgets by Raymond c. Goodfellow 
and General Record Keeping by Dalrymple and Heiges. 
3 5 
Several schools responding to the study indicated 
the use of supplementary materials instead of a formal 
textbook. 
TABLE XIII 
TEXTBOOKS USED BY 142. MASSACHUSETTS HIGH S·CHOOLS 
IN BOOKKEEPING I 
Number o 
Author Textbook Schools 
Carlson, Forkner, 20th Century 
and Priclrett Bookkeeping and 
Accounting, 
First Year 20 86 
Carlson, Forkner, 20th Century 
and -Prickett Bookkeeping and 
Accounting, 
First Year 19 20 
Carlson, Forkner, 20th Century 
and Boynton Bookkeeping and 
Accounting, 21 15 
First Year 
Zelliot and Bookkeeping 
Leidner (Introductory) 2 8 
McKinsey and Elementary 
Piper Bookkeeping Vol. l 3 
Hoffman, A. M. Bookkeeping 2 
Freeman, Hanna, Bookkeeping and 
and Kahn Accounting 
simplified 2 2 
Elwell, Brei den- Bookkeeping and 
baugh, and Lins AccoW'lting l l 
Not indicated 5 
Total 142. 
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As revealed by Table XIII, 121 of the 142 schools 
responding to the survey used the 19th, 20th, or 21st 
edition of 20th Century Bookkeeping and Accounting 
published by the South-Western Publishing Company in 
bookkeeping I. Although one respondent was using the 18th 
edition of the 20th Century Bookkeeping and Accounting 
textbook at the time of this survey, the respondent 
indicated the 21st edition was on order • 
36 
• 
• 
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Table XIV reveals the textbooks used by the respondents 
in bookkeeping II. Sixty-nine schools offering the second 
year of bookkeeping use the 20th Century Bookkeeping and 
Accounting, Advanced Course, by Carlson, Forkner, and 
Prickett, in the classroom instruction. Six schools 
indicated the use of a first-year textbook in the second-
year course. 
Eight schools offering bookkeeping III continued to 
use the second-year textbook in the instruction of third-
year bookkeeping. Other respondents indicated the use of 
practice sets and supplementary materials exclusively in 
the instruction of bookkeeping III. 
Table XV presents the e x tent of the coverage of 
banking services in the bookkeeping classes of the 142 
respondents to this survey. The table is divided into four 
sections, with each section devoted to one course of book-
keeping. As indicated in Table XV, instruction in deposit 
slips was given by 17 of the 25 schools offering record 
keeping, whereas negotiable instruments was covered by 
only ten of the schools in the record keeping class. 
In bookkeeping I, 140 of the respondents cover the 
reconciliation of the bank statement, with 77 schools 
giving extensive coverage, and 63 giving from slight to 
moderate coverage, whereas, negotiable instruments were 
covered slightly or moderately by 69 respondents and 
extensively by only 34 respondents • 
TABLE XIV 
TEXTBOOKS USED IN BOOKKEEPING II 
BY 98 MASSACHUSETTS HIGH SCHOOLS' 
Author Textbook 
Carlson, Forkner, 20th Century Book-
and Prickett keeping and 
Accounting, 
Advanced Course 20 
Carlson, Forkner, 20th Century Book-
and Prickett keeping and 
Accounting, 
Advanced Course 19 
Carlson, Forkner, 20tfuhCentury Book-
and Prickett keeping and 
Accounting, 
First Year 20 
McKinsey and Piper Bookkeeping and 
Accounting, 
Advanced 2 
Rosenkampf and Bookkeeping Prin-
Wallace ciples and 
Practices 
Zelliot and 
Leidner Bookkeeping, 
Advanced 2. 
Hoffman, A. M. Bookkeeping, 
Second Year 
Bowman and Per:cy Advanced Book-
keeping 
Not indicated 
Total 
38 
umber o:r 
Schools 
49 
20 
6 
4 
4 
4 
2 
1 
8 
98 
39 
However, instruction in negotiable instruments was 
given extensive coverage by 46 of the 98 schools offering 
bookke·eping II and from slight to moderate coverage by 35 
of the respondents. 
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Several schools offering the third year of bookkeeping 
indicated that banking services were covered in the class-
room in the presentation of practice sets or in the 
practical application of laboratory work, such as, the 
handling of special school funds or school records. 
The extent to which negotiable instruments, the 
writing of checks and check stubs, deposit slips, and the 
reconciliation of the bank statement was covered in record 
keeping, elementary bookkeeping, and advanced bookkeeping 
differed to some extent. 
• 
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TABLE XV 
• EXTENT OF COVERAGE OF BANKING SERVICES IN BOOKKEEPING 
Banking Services Extent of Coverage 
Taught in Book- Ex ten- Slight to 
keeping Courses sive Moderate Tota l 
In Record keeEins; 
Deposit slips 13~~ 4 17 
Writing checks 
and check stubs 12 4 16 
Reconciliation of 
bank statement 8 6 14 
Negotiable instruments 4 6 10 
In BookkeeEing I 
Reconciliation of 
bank statement 77 63 140 
Deposit slips 78 56 134 
Writing checks 
and check stubs 80 53 133 
Negotiable instruments 34 69 103 
In Bookkeepin~ II 
Negotiable instruments 46 35 81 
Reconciliation of 
bank statement 49 28 77 
Writing che cks 
and check stubs 49 27 76 
Deposit slips 45 28 73 
I n BookkeeEins; III 
Negotiable instruments 18 2 20 
Writing checks 
and che ck stubs 15 3 18 
Deposit slips 8 7 15 
Reconciliation of 
bank statement 8 7 15 
~~umber of Schools Resp onding 
y I 
4). 
Table XVI shows the extent of coverage given to the 
recording and computing of social security taxes, employees• 
income taxes, state and federal unemployment taxes, and 
sales taxes in the four bookkeeping courses offered by the 
142 respondents to this survey. 
Social security taxes, employees' income taxes, and 
federal and state unemployment taxes were given extensive 
coverage by almost two-thirds of the schools responding in 
bookkeeping II, and slight to moderate coverage by 
approximately one-half of the schools responding in 
bookkeeping I. Less than one-third of the schools responding 
covered the five topics of taxes in record keeping. 
Inasmuch as Massachusetts has no state sales tax at 
this writing, the reader should note that the topic of 
sales taxes was covered by more than one-third of the 
schools in bookkeeping I, by almost two-thirds of the 
schools in bookkeeping II, and by approximately one-fourth 
of the schools in both bookkeeping III and record keeping. 
The use of machines in bookkeeping by the schools 
responding to the survey is presented in Table XVII. Four 
types of machine$ were included in the check list sent to 
the high schools in Massachusetts. As indicated in Table 
XVII, the adding machine was used by three of the 23 
schools offering record keeping; by 42 of the 142 schools 
offering bookkeeping I; by 44 of the 98 schools offering 
bookkeeping II; and by 14 of the 27 respondents offering 
bookkeeping III. 
• 
TABLE XVI 
EXTENT OF COVERAGE OF THE RECORDING AND COMPUTING OF TAXES 
I N BOOKKEEPING 
Extent of Coverage 
Topic and Course Slight to 
Extensive Moderat e Total 
Social Securitl Taxes 
Bkkg. I 21* 73 94 
Bkkg. II 67 26 93 
Bkkg . III 18 2' 20 
Record keeping 5 4 9 
EmElo;y:ees Income Taxes 
Bkkg. I 22 71 93 
Bkkg. II 63 30 93 
Bkkg. III 12 4 16 
Record keeping 5 4 9 
Federal UnemElo;y:ment Taxes 
Bkkg. I 21 71 92 
Bkkg . II 62 30 92 
Bkkg . III 12 4 16 
Record keeping 4 4 8 
State UnemElo;y:ment Taxes 
Bkkg . I 21 71 92 
Bkkg. II 64 27 91 
Bkkg . III 12 4 16 
Record keeping 4 4 8 
Sales Taxes 
Bkkg. I 6 52 58 
Bkkg . II 26 38 64 
Bkkg. III 2 5 7 
Record keepins; 4 2 6 
~~ 1 ANumber of Schoo s Re sponding 
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TABLE XVII 
lflJMBER OF HI GH SCHOOLS IN MASSACHUSETTS USING MACHINES 1 IN BOOKKEEPING GOUR~ES~} 
Type of Record Bkkg. Bkkg. Bkkg . 
Machine Keeping I II · III Total 
Adding machine 
Calculator 
Cash register 
Bookkeeping machine 
3 42 
20 
1 16 
8 
44 
32 
13 
12 
14 
10 
2 
11 
103 
62 
32 
31 
•The reader should bear in mind in interpreting 
this table that only 23 of the schools responding 
offered record keeping, whereas, 142 offered 
bookkeeping I, 98, bookkeeping II, and 27, 
bookkeeping III, 
The only other machine used to a great extent was 
43 
the calculator, 32 schools making use of it in bookkeeping 
II and 10 in bookkeeping III. A small number of schools 
used the bookkeeping machine. 
Many respondents stated the desire and need for 
bookkeeping machines and adding machines. According to 
the replies, some schools coordinated the office machines 
course with bookkeeping or allowed the bookkeeping student 
to use the office machines room. 
TABLE XVIII 
METHODS OF TEACHING BOOKKEEPING IN THE 1~SSACHUSETTS 
HIGH SCHOOLS RESPONDING TO THE SURVEY 
Methods of Record i Bkkg . Bkkg . Bkkg. 
Teaching Keeping I II III Total 
Question and 
answers 14 137 87 20 258 
General discussion 14 119 85 18 236 
Problem solving 12 116 87 20 235 
Lectures with 
illustrations 12 129 80 13 234_ 
Supervised study 10 95 67 19 191 
Visits to business 
firms 1 18 29 2 50 
Guest speakers 3 20 23 46 
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The methods of teaching used in the bookkeeping classes 
by the 142 schools answering t he questions on the inquiry form 
are indicated in Table XVIII . The majority of the schools 
offering record keeping and bookkeeping, elementary and advanced, 
included the question and answer , general discussion, problem-
solving, and lecture methods of teaching. Almost all of the 
schools responding used the question and answer method in 
bookkeeping I. Equal emphasis was given to the question and 
answer and problem-solving methods by the schools responding 
in bookkeeping II and in bookkeeping III. 
More than half of the respondents offering bookkeeping I, 
II, and III provided supervised study periods. A small number 
of the respondents arranged for the student body to visit 
business firms and invited guest speakers to visit the book-
keeping classroom. 
YS 
45 
Many respondents stated that field trips were difficult 
to plan due to the location of businesses or industries. 
Two respondents felt that visits to business firms were 
time-consuming and ineffective. 
In the check list sent to the schools, the respondents 
were requested to indicate whether or not business arith-
metic was taught in the bookkeeping course. Fifty-one, or 
35.9 per cent, of the 142 schools offering bookkeeping I 
included instruction in business arithmetic in the book-
keeping class; 39, or 39.7 per cent, of the 98 schools 
offering bookkeeping II included business arithmetic in 
the bookkeeping class; 11, or 40.7 per cent, in the book-
keeping III class; and 12, or 52.1 per cent, in the record 
keeping class. 
Many respondents indicated that business arithmetic 
was a separate subject; and, in some instances, business 
arithmetic was a prerequisite for bookkeeping I. Other 
respondents commented that only those phases of business 
arithmetic applying to the bookkeeping topic being studied 
by the student were reviewed or retaught in the book-
keeping class. 
TABLE XIX 
TEACHING AIDS AND ~~TERIALS USED IN THE INSTRUCTION OF 
BOOKKEEPING IN THE MASSACHUSETTS HIGH SCHOOLS RESPONDING 
Teaching Aids. and Record ~kg. I Bkkg. Bkkg. Materials Ke e _1)_ ing_ II III Total 
Chalk board 
illustrations 13 122 90 20 255 
Preview of chapter 
content 13 117 93 15 238 
Workbooks 11 124 81 16 · 232 
Business forms 13 117 78 19 227 
Practice se:ts 3 124 74 19 220 
Supplementary 
materials 11 87 83 15 196 
Bulletin board 
materials 17 87 67 12 183 
Charts 7 76 51 16 150 
Films and filmstrips 6 63 53 15 137 
In Table XIX, the teaching aids and materials used 
in the instruction of bookkeeping by the 142 schools 
responding to the survey are presented. The use of chalk 
board illustrations 1 preview of chapter content, workbooks 1 
and business forms were included in the classroom instruc-
tion by more than two-thirds of the respondents offering 
bookkeeping I 1 II 1 and III, and, by more than one-half of 
the schools offering record keeping. Practice sets were 
used more frequently in the elementary and advanced book-
keeping courses than in the record keeping course. Charts 1 
films, and filmstrips were used by more than one-half of 
the schools responding in the instruction of bookkeeping. 
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TABLE XX 
TESTS USED IN THE INSTRUCTION OF BOOKKEEPING IN THE HIGH , 
SCHOOLS OF MASSACHUSETTS RESPONDING TO THE SURVEY 
Tests Used in 
Bookkeeping 
Teacher-made tests 
Tests of textbook 
publisher 
Tests from magazines 
Pretests 
Record 
Keeping 
13 
8 
5 
5 
Bkkg. 
I 
123 
115 
73 
34 
Bkkg. 
II 
79 
75 
45 
24 
Bkkg. 
III 
8 
12 
1 
Total 
223 
210 
123 
64 
The tests used in the instruction of bookkeeping by 
the respondents to the survey are indicated in Table XX. 
Teacher-made tests were used by 13, or 56.5 per cent, of 
the 23 respondents offering record keeping; by 123, or 
86.6 per cent, of the 142 schools offering bookkeeping I; 
by 79, or 80.6 per cent, of the 98 schools in bookkeeping 
II; and by 8, or 29.6 per cent, of the 27 respondents in 
bookkeeping III. Tests of textbook publishers were given 
by 115 of the schools responding in bookkeeping I and by 
75 schools in bookkeeping II. 
The inquiry form included a question to be filled in 
by the respondent to list any other type test used in the 
instruction of bookkeeping. Three schools gave tests made 
by the pupils; six schools made use of exercises from the 
textbook as a means of testing; and two schools used the 
Vu-graph to test the students. Several respondents 
indicated that they used the objective-type and problem-
type questions in their teacher-made tests. 
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Suggestions from Respondents 
The inquiry form included a section in which the 
respondent was asked to list suggestions for the improve-
ment of the bookkeeping program in the high schools in 
Massachusetts. Some of the pertinent suggestions were 
as follows: 
1. A good usable set of goals should be established 
to determine the actual knowledge a student should 
have at the completion of each course. 
2. An established grade should be required in 
prerequisite subjects before permitting a student 
to study bookkeeping. 
3. Bookkeeping I and bookkeeping II should include 
practical laboratory work. 
4. Inexpensive or free rental films in bookkeeping 
should be available for the bookkeeping classes. 
5. A worlcbook of usable business forms to be used 
in the classroom should be compiled. 
6~ The length of the classroom perio,d in bookkeeping 
should be lengthened. Double periods would be 
practical. 
7. More drill in arithmetic, spelling, vocabulary, 
and penmanship should be given to the bookkeeping 
student. 
8. Course content, textbooks, and tests in book-
keeping should be standardized. 
9. Schools should be provided with information 
pertinent to bookkeeping, such asli, simple 
business laws and regulations. 
10. Short and simple bookkeeping problems for the 
beginning student should be publishe'd. 
11. Bookkeeping should be made an elective for the 
college preparatory student who may be interested 
in business administration. 
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12. The class enrollment should be limited to a 
workable size group. Students should be grouped 
homogeneously to allow more e x tensive coverage 
for the gifted student and to allow for a simpler 
coverage by the slow student. 
13. More time should be allowed for supervised study. 
14. Pretests should be given to eliminate those 
students unable to comprehend the principles of 
bookkeeping. 
15. Conferences between accountants and bookkeeping 
teachers should be arranged to determine the 
theories used in present day business. 
16. Students should be given the opportunity to do 
bookkeeping work for local business firms. 
17. Short-term employment in business firms for 
bookkeeping teachers should be arranged in the 
summer. 
In this chapter, the data from 142 usable inquiry 
forms sent to the directors of the business education 
departments of 245 high schools in Massachusetts were 
analyzed, interpreted, and tabulated. In Chapter V, the 
findings, conclusions, and recommendations are presented. 
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CHAPTER V 
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOMIVIENDATIONS 
Findings 
This survey was undertaken to determine the general 
practices and procedures used in the instruction of book-
keeping in the high schools of Massachusetts. 
The findings in this study are summarized a.s follows: 
1. Of the 146 schools responding to the survey, 
bookkeeping I was offered by 142, or 97.2 per cent; book-
keeping II was offered by 98, or 69 per cent; bookkeeping 
III by 27, or 19 per cent; and, record keeping by 23, or 
16 per cent. 
2. The majority, or 11, of the schools first offered 
record keeping to the student in grade 9. Bookkeeping I 
was offered by 69 schools in grade 10, by 68 schools in 
grade 11, and, by 5 schools in grade 12. Bookkeeping II 
was offered by 42 schools in grade 10, 46 schools in grade 
11, and 10 schools in grade 12. All of the schools 
responding offered the third year of bookkeeping in 
Grade 12. 
3. Of the 142 schools included in this study, 107, 
or 75.4 per cent, devoted from 200 to 229 minutes each week 
to the instruction of bookkeeping in the classroom. The 
remaining schools devoted from 160 to 260 minutes a. week to 
the instruction of bookkeeping. 
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4. The bookkeeping I course was taught for two 
semesters or one school year by 139~ or 97.9 per cent, 
of the 142 respondents. The remaining schools, 2.1 per 
cent, offered bookkeeping for either one semester~ three-
fifths of the school year, or four semesters. 
5. The findings revealed a wide range of credits 
which could be earned in a bookkeeping course. Seventy-
five, or 52.8 per cent, of the schools responding granted 
five credits for a bookkeeping course and required a total 
of 80 points for graduation. Twenty-three, or l6al per 
cent, of the respondents gave one credit for a bookkeeping 
course and required a total of 16 points for graduation. 
The 44 remaining schools, or 31.1 per cent, granted from 
one to ten credits for a bookkeeping subject and required 
from 12 to 160 points for graduation. This variation 
indicated the great lack of uniformity in the point 
system in the schools. 
6. Fifty-five respondents required a prerequisite 
course, including business aritl~etic, general business, 
or record keeping, for bookkeeping I. Obviously, the 
satisfactory completion of bookkeeping I was a prerequisite 
for bookkeeping II, and bookkeeping II was a prerequisite 
for bookkeeping III. A grade requirement for the pre-
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requisite course was indicated by 34 schools. Twenty-six 
schools required either C or 70 per cent in the prerequisite 
course. Other schools required a grade varying from D to 
Boston University 
School of Education 
Lib:r:ary 
5 2 
B, or a per cent of 60 to 75 in the prerequisite course. 
In 68 schools, bookkeeping I was a required subject in 
the business education program; in 24 schools bookkeeping 
II was required; and in eight schools, record keeping 
was required. 
7. Based on the 142 replies, 106 schools, or 74.6 
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per cent, used the nineteenth or twentieth edition of the 
20th Century Bookkeeping and Accounting first year text-
book by Carlson, Prickett, and Forkner, in bookkeeping I. 
Fifteen schools, or 10.6 per cent, used the twenty-first 
edition of 20th century Bookkeeping and Accounting i'irst 
year textbook by Carlson, Forkner, and Boynton. Bookkeeping 
Introductory by Zelliot and Leidner was used by eight, or 
5.6 per cent, of the respondents. Eight other schools used 
Bookkeeping Simplified by Freeman, H~na, and Kahn; or 
Bookkeeping by Hoffman; or Bookkeeping and Accounting by 
Elwell, Breidenbaugh, and Lins. Five schools did not 
indicate the textbook used. 
In bookkeeping II, 69, or 70.4 per cent, of the 
respondents used the nineteenth or twentieth edition of 
the 20th Century Bookkeeping and Accounting advanced text-
book by Carlson, Forkner, and Prickett. Six schools used 
the first year textbook. The remaining 15 schools used 
Bookkeeping and Accounting Advanced by McKinsey and Piper, 
or Bookkeeping Principles and Practices by Rosenkampf and 
Wallace, or Bookkeeping Advanced by Zelliot and Leidner, 
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or Bookkeeping, second year, by Hoffman, or Advanced 
Bookkeeping by Bowman and Percy. Eight schools did not 
indicate the textbook used. 
Of the 27 schools offering bookkeeping III, eight 
indicated that they used the bookkeeping II textbook. 
Twelve schools used only practice sets in the study of 
third year bookkeeping. 
The following textbooks were used in the instruction 
of record keeping: General Record Keeping by Heiges, 
Sneider, and Hoffman, Clerical Practice and Record Keeping 
by Kirk, Scott, and Lurie, Record Keeping for Everyone by 
Moore and Vfueland, and General Record Keeping by Dalrymple 
and Heiges. One respondent used supplementary material 
in place of a textbook. 
B. The respondents were requested to indicate the 
extent of their teaching in 28 areas of subject matter. 
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In all four bookkeeping subjects, the use of the columnar 
journal and the preparation of the balance sheet ranked 
among the first ten topics. In bookkeeping I, II, and III, 
the preparation of the profit and loss statement and posting 
to the subsidiary ledgers ranked among the top ten topics 
covered in the study of bookkeeping. 
9. Banking services were covered in all four book-
keeping courses. In record keeping, the topi,cs in banking 
services ranked in the following order based on the 
frequency of schools teaching the topic: deposit slips, 
• 
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writing checks and check stubs, reconciliation of the bank 
statement, and negotiable instruments. In bookkeeping I, 
the order of coverage was: reconciliation of the bank 
statement, deposit slips, writing checks and check stubs, 
and negotiable instruments. In bookkeeping II, the order 
was: negotiable instruments, reconciliation of the bank 
statement, writing checks and check stubs, and deposit slips. 
In bookkeeping III, the order was as follows: negotiable 
instruments, writing checks and check stubs, deposit slips, 
and reconciliation of the bank statement. 
10. The topics pertaining to the recording and the 
computing of taxes which were most frequently covered in 
the four bookkeeping subjects included in this study 
ranked as follows: 
1. Social security taxes 
2. Employees' income taxes 
3. Federal unemployment taxes 
4. State unemployment taxes 
5. Sales taxes 
11. The adding machine was used more frequently 
than any other machine in all of the bookkeeping courses 
surveyed. The calculator was used by 14 per cent of the 
schools in bookkeeping I , by 32.9 per cent in bookkeeping 
II, and by 37 per cent in bookkeeping III. A few respondents 
indicated the use of the cash register and the bookkeeping 
machine in the bookkeeping class. 
12. The most prominent methods of teaching by the 
142 respondents were: question and answers, general 
discussion, problem solving, and lectures with illustrations • 
s s 
The question and answer and problem-solving methods were 
used by 87 of the 98 respondents in bookkeeping II and by 
20 in bookkeeping III. 
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13. The majority of the respondents used the chalk 
board illustrations, preview of chapter content, workbooks, 
business forms, and practice sets as teaching aids or 
materials in the classroom instruction. 
14. In all four bookkeeping subjects, the teacher-
made and textbook-publisher tests were used extensively 
as a means of evaluation of student achievement. Teacher-
made tests were used by 123 schools in bookkeeping I, by 
79 schools in bookkeeping II, by 8 in bookkeeping III, and 
by 13 in record keeping. Tests of the textbook publisher 
were used by 115 schools in bookkeeping I, by 75 in book-
keeping II, by 12 in bookkeeping III, and by 8 in record 
keeping. Tests from magazines were given by 5 schools in 
record keeping, by 75 in bookkeeping I, and by 45 in book-
keeping II. Pretests were used by a small number of the 
schools responding to the survey. 
• 
Conclusions 
Based on the findings of the data obtained from 
142 high schools in Massachusetts respon~ing to the 
survey, the following conclusions are made: 
1. Bookkeeping is a major subject in the business 
curriculum of the high schools in Massachusetts. 
In 68 of the schools responding, bookkeeping I 
is a required subject in the business program; in 24 
schools, bookkeeping II is a required subject; and, in 
only eight, record keeping is a required subject. No 
school requires a third year of bookkeeping to complete 
its business program. 
2. The topics are covered fairly QDiformly in 
each of the bookkeeping courses. 
3. The grade placement of bookkeeping I and II 
differs significantly in this state. One-half of the 
schools responding to the survey offer these subjects 
in grades 10 and 11, and one-half in grades 11 and 12. 
4 . All of the bookkeeping courses offered in 
the Massachusetts high schools are basically taught for 
two semesters . 
5. A lack of uniformity exists in the point system 
used in the high schools of Massachusetts. 
6 . Less than half of the schools are using machines 
in the bookkeeping classrooms • 
• 
• 
7. The. bookkeeping teachers generally agree that 
the following methods of presentation are effective: 
question and answer, general discussion, problem-solving, 
and lecture with illustration. 
8. 'lhe teacher-made test and textbook publisher's 
test are used extensively in evaluating student achievement • 
Recommendations for Further Study 
1. The information compiled on the subject matter 
coverage, the types of testing, and teaching aids and 
materials should be made available to the teachers of 
bookkeeping in the high schools of Massachusetts. 
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2. Further study should be made of the grade· placement 
of bookkeeping, the need for prerequisite courses, and on 
the requirement of an established grade in the prerequisite 
courses before allowing the student to enroll in a book-
keeping subject. 
3. A study should be made of the bookkeeping and 
accounting requirements in business and the extent that 
the offerings of the high school meet the requirements 
of business. 
4. An investigation should be made to establish 
regional workshops for the bookkeeping teachers to analyze, 
study, and discuss teaching methods, materials, and prob-
lems in the bookkeeping class. 
5. A study should be made to compare, analyze, and 
establish bookkeeping standards in school and in business. 
6. A study should be made to determine the feasi-
bility of offering bookkeeping to college preparatory 
students interested in studying accounting in college. 
7. A study should be made of, the free and inexpen-
sive materials, films, and teaching aids for bookkeeping. 
•• 
• 
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APPENDIX A 
LETTER OF TRANSMITTAL 
Dear Business Teacher 
79 Truro Lane 
Milton, Massachusetts 
January 15, 1958 
Under the direction of Professor Lester I. Sluder 
of Boston University I am making a study of bookkeeping 
and accounting offered in the high schools of Massachusetts. 
Through the cooperative efforts of all of the 
bookkeeping teachers in the Massachusetts high schools, 
it will be possible for me to analyze and summarize the 
practices and general procedures used in the teaching 
of bookkeeping. 
The findings should be of value to bookkeeping 
teachers, department heads, and to those revising 
their curriculums. 
Will you please fill out the enclosed inquiry form 
and mail it to me at your earliest convenience? A self-
addressed stamped envelope is enclosed. 
Your cooperation in this study will be greatly 
appreciated and most helpful. 
Enclosures-2 
Sincerely yours 
Minna s. Richmond 
(Ivlrs. Lester V.) 
SURVEY OF BOOKKEEPING OFFERED I N THE HIGH SCHOOLS 
OF . IvlASSACHUSETTS 
Name of School 
--------------------------------------------
Town or city 
----------------------------------------------
Total enrollment Person responding 
-------- ·---------------
Total number of credits required for graduation 
-------
Is Bookkeeping III, the third year of bookkeeping, 
offered? Yes ; No 
------- -------
A. Please provide in the appropriate columns information 
concerning the bookkeeping courses offered in your 
school. 
tlecorct Bkkg. Bkkg. 
Bookkeeping Offerings Keeping I II 
1. Grade level offered 
2. Number of semesters 
offered 
3. Number of periods 
per week 
4. Length of periods 
per week (minutes) 
5. Number of credits 
given for course 
6. Prerequisite course 
7. Grade requirement of 
prerequisite course 
8. Required subjects for 
business students 
62. 
B. List the textbooks used by students in the 
following courses: 
Author Ti t le 
1. Record keeping 
--------------------------------------
. 2. Bookkeeping I 
3. Bookkeeping II 
--------------------------------------
c. Indicate the extent of coverage of subject matter in 
your bookkeeping courses using the following rating 
scale: Slight to moderate coverage--1 
Extensive coverage--2 
No coverage--leave blank 
.H. ecord Bkkg • bKKg. 
Subject Matter Keeping I II 
o. Preparation of 2 budgets (example) 1 
oo. Theory of debit and 
credit (example) I 2 2 
General Subject Matter 
l. Use of general journal 
2. Use of columnar 
journal 
3. Use of sales journal 
4. Use of purchases 
journal 
5. Use of cash receipts journal 
63 
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Record Bkkg. Bkkg. 
Subject Matter Keeping I II 
6. Use of cash payments 
journal 
7. Use of combined 
cash journal 
8. Posting to general 
ledger 
9. Posting to subsidi-
ary ledgers 
10. Trial balance 
11. Eight-column work 
sheet 
12. Ten-column work 
sheet 
13. Preparation of 
balance sheet 
14. Preparation of 
P & L statement 
15. Adjusting entries 
16. Closing entries 
17. Reversing entries 
18. Classification of 
accounts 
19. Preparation of 
payroll 
20. Recording of 
payroll 
21. Preparation of 
income tax returns 
22. Reserve accounts 
23. Accruals 
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!Record Blig. Bkkg. 
Subject Matter Keeping I II 
24. Deferred a c count~ 
25. Voucher system 
26. Analysis of 
statements 
27 . Partnership 
acc ounting 
28. Corporation 
accounting 
Banking Services 
29 . Writing che cks 
and check 
stubs 
30 . Deposit slips 
31. Reconciliation 
of bank state -
ment 
32. Negotiable 
instruments 
Rec ording and Com-
puting of Taxes 
33 . Social Se cur ity 
(F.O . A. B. ) taxe s 
34 . State unemploy-
ment taxes 
35. Federal unempl oy-
ment taxes 
36. Empl oyees' income 
• taxe s 
37. Sa les taxes 
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Record Bkkg. bkkg. 
Subject Matter Keeping I 
Use of Machines in Bookkeeping 
--
38. Use of bookkeeping 
machines 
39. Use of adding machines 
40. Use of calculators 
41. Use of cash register 
42. Business arithmetic 
D. Indicate the methods, teaching aids, and tests used 
in boo1ckeeping by checking in the appropriate columns. 
II 
Record Bkkg. Bkkg. 
Keeping I II 
Methods of Teaching 
l. Lecture with 
illustrations 
2 ·. General discussion 
3. Que s tions and answers 
4. Problem solving 
5. Supervised study 
6. Guest speakers 
7. Visits to business 
firms 
Teaching Aids and Materials 
l. Workbooks 
2. Practice sets 
3. charts 
necora .)jKKg . Bkl{g • 
Keeping I II 
4 . Films and filmstrips 
5 . Business f orms : 
6. Suppl ementary 
materials 
7 . Bulletin board 
material s 
8 . Chalk board 
illustrations 
9. Preview of chapter 
c ontent 
Bookkeeping Tests 
l . Pret ests 
2. Teacher- made tests 
3 . Tests of textbook 
publisher 
4 . Tests from maga-
zines 
5. Other 
List suggestions for improving the bookkeeping pPogram 
in Massachusetts: 
Return t o: 
Mi nna s . Richmond 
79 Tr ur o Lane 
Milt on , Mass . 
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FOLLOW-UP CARD 
February 10, 1958 
Dear Business Teacher, 
About three weeks ago, I sent an inquiry 
form relating to the bookkeeping courses offered 
in your high school. Your response would be 
very valuable to me for the completion of t h is 
study. 
Would it be possible f or you to fill out 
the check list and mail it to me this week? 
79 Truro Lane 
Milton, Mass. 
Sincerely yours, 
Minna s. Richmond 
(Mrs. Lester v. ) 
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APPENDIX B 
PUBLIC HIGH SCHOOLS IN MASSACHUSETTS RESPONDING 
TO THE SURVEY ON BOOKKEEPING 
Abington 
Agawam 
Amesbury 
Arlington 
Ashi'ield 
Ashland 
Avon 
Ayer 
Bedford 
Belchertown 
Belmont 
Beverly 
Blackstone 
Boston: 
Brighton 
Dorchester 
East Boston 
Girls High 
Girls Latin 
Jamaica Plain 
Latin (Boys) 
Roslindale 
South Boston 
Bourne 
Braintree 
Brockton 
Cambridge High and Latin 
Canton 
Charlton 
Chelsea 
Chester 
Cohasset 
Concord 
Dalton 
Dartmouth 
Dedham 
Dracut 
Duxbury 
East Bridgewater 
Edgartown 
Everett 
Fairhaven 
Fall River 
Fitchburg 
Framingham 
Gardner 
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Georgetown 
Gloucester 
Great Barrington 
Greenfield 
Gilberts ville 
Hadley 
Hanover 
Hardwick 
Harvard 
Harwich 
Haverhill 
Hingham 
Holden 
Holyoke 
Hopkinton 
Hull 
Ipswich 
Lawrence 
Lee 
Leicester 
Little ton 
Longmeadow 
Lowell 
Lunenburg 
Lynn Classical 
Malden 
Manchester 
Marlborough 
Marshfield 
Medford 
Medway 
Melrose 
Methuen 
Milford 
Ifi ll is 
Milton 
Turner Falls 
Nantucket 
Natick 
Needham 
New Bedford 
Newton 
North Adams 
North Andover 
Northborough 
Northbridge 
Northfield 
Norwell 
Orange 
Orleans 
Palmer 
Provincetown 
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Quincy: 
North 
Senior 
Reading 
Sandwich 
Saugus 
Scituate 
Sharon 
Shrewsbury 
Somerset 
Southborough 
Southbridge 
Springfield: 
Classical 
Commerce 
Stoneham 
Stoughton 
Swansea 
Topsfield 
Uxbridge 
Walcefield 
Waltham 
Ware 
Wareham 
Warren 
Watertown 
Wayland 
Webster 
Wellesley 
Wellfleet 
West Bridgewater 
Westfield 
Westford 
Weston 
Westport 
West Springfield 
Westwood 
Whitman 
Williamsburg 
Winchendon 
Winchester 
Winthrop 
Woburn 
-Worcester: 
Commerce 
North 
South 
Yarmouth 
Regional Schools: 
Lincoln-Sudbury 
Mt . Everett 
Silver Lake 
Wachusett 
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